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OTR 
OFFICE OF TRAINENG REGULATION NO. 5-5 15 September 1935 
OTR We Ly Activity Report 
Ny 


RESCISSIONs Memo dated 2h Feb. 54 from DTR to Division ami Staff Chiefs, 
OTR: “Weekly Activity Reports" 
\ 


\ 
2. GENERAL \ 


The function ef the Weckly Acbivity Report is to provide the Director of 
Training with informatzon on the activities of the various Schools end 
Staffs to aid him fa) in effective acministration of the Office and (b) 

in the preparation of 2 weekly report | to the DOI on the status of the 

Agency training effort. The report aiso presents the material necessary for 
maintaining a historical record of the development of the Office of 
Training. 


2, RESPONSTBILITIZS % 
‘ 

&o Each Sehool or Staff Chief will submit’.a weekly report on the activi- 
ties of his component covering the perdad frem 1200 hours Tuesday of the 
previous weak to 1200 hours the following Tuesday. Branch or other sub- 
division reports, if prepared, should be 5 aad 


The Chief, Plans and Policy State; de responsible fors 
(1) preparation of the OTR Weekly Summary; _ 


, \ : 
(2) circulation of the Weekly Activity Reports\to Scheol ard Staff 
Chici's and other «signated officials on an. es ONLY" basis; 


(3) cirewlation of the OTR Weekly Swmary to Schoo} and Staff Chiefs 
on an "EYES ONLY" basis. 


PROCEDURES 
The weckly aac report will be prepared under the following headings. 


Significant Ttems; Under this heading the report wili inciude 
matters of gufficient impertance to be called to the attention of 
the Director of Training for incorporation in the OTR Weekly Summary 
Report forwarded te the DCI. 


Other Activisviess In this category the report will discuss the 
steLus of other activities that eecupy the Staff or canes specifica 
probiens of sseration, or other matters of current interest te the 
Directoy of Training. 
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(3) Personnel Notes: \This heading will group all remarks on personnel 
such as those on transfers, entrances on duty, promotions, births, 
deaths, marriages, s ckness, and vacancies, : 


‘be ©The material will be complete in all essential details, but concisely 
stated. When appropriate the report will comment on action recommended 
or required, and indicate th peerenetols Staff cr School Chief. Verbal 
instructions received from th Director of Training or Deputy Director of 

projects or actions will aio be 


i 
Co Reports will be submitted on Goterrment memoranda form, original and 


i 


carbons, directed to the C def, Plans and Policy Staff, Room hy 
Reports are due by 1600 hdure each Wednesday, 


/ Director of Training 
/ 
Ge Distribution: School, Staff, 4nd Branch Chiefs/OTR 
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